To: CMG Employees
From: Teresa Montañez, On-Site Representative

Subject: Attendance Policy

In acceptance of employment with CMG, it is our duty to inform you of our attendance policy. We rely on employees who are punctual and conscientious about attendance and deadlines. Our clients will look elsewhere if we cannot offer them dependable service. 
We will evaluate your pattern of behavior as well as attendance. Therefore, if in the first 30 days of your employment with us you are absent, unless it’s a legitimate excuse that could require proof in writing; you will automatically be terminated.
I acknowledge by my signature below that I agree to abide by this Policy.

_________________________


________
Employee name




Date
